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SUB-GROUP MANAGER 
 
 
OVERVIEW: As a Sub-Group Manager, you will have all the functions of 
Employee and Supervisor (see Employee/Supervisor Help Files). 
 
The Sub-Group Manager Role will allow the User to manage their Employees’ 
Training Requirements.  They have two additional tasks on their Home Page, the 
Sub-Group Manager drop down list and the Training Request Management bar. 
 
I. Management Tasks: By placing the mouse on the Sub-Group Manager 

link, three management tasks will appear on a drop down list: Employee, 
Reports and Proxy.  The drop down list will look similar to this: 

 

 
 

A. EMPLOYEE: By clicking this link within the drop down list, a page will 
appear that will look similar to this: 

 

 
 

1. This page allows the Sub-Group Manager to manage all training 
requirements for their Employees.  To locate all Employees, click 
the All link or A-Z listing based on the last name.  To search for a 
specific Employee, type their last name in the search by name 
box and click the link.  By clicking the All link, a page listing all 
assigned Employees will appear.  The screen will look similar to 
this: 
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2. Home Page: To view the details of an Employee’s Home Page, 
click the Employee’s name.  The Sub-Group Manager will be 
presented with a screen that will allow them to edit the 
Employee’s contact information as well as their Training Group, 
Sub-Training Group and Primary and Alternate Supervisors.  The 
screen will look similar to this: 

 

 
 
3. Employee Training Record: To view the Employee’s Training 

Record, click the View link in the Training Record column.  This 
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screen will list all training programs and instructor hours that the 
Employee has completed.  The screen will look similar to this: 

 

 
 
a. Program Title: If a Training Request was completed on 

ETMS, the Program Title will link to the details of the 
Employee’s Training Request.  This page can be printed and 
included with the Travel Expense Claim for reimbursement.  
The screen will look similar to this: 

 

 



Employee Training Management System (ETMS): Sub-Group Manager Help Files 

Updated: 5/15/2006  Page 4 of 7 

 
4. P.O.S.T. Compliance: To access the P.O.S.T. Compliance 

Report, click the Employee link within the drop down list, a page 
will appear that will look similar to this:  

 

 
 

By clicking the P.O.S.T. link, a Compliance Report will appear for 
all State Park Peace Officers assigned to the Sub-Group Manager 
and the status of their P.O.S.T. training.  The screen will look 
similar to this: 

 

 
 

a. To see the specific details of an Employee’s Compliance 
Report, click the Employee’s name and you will be linked to 
their P.O.S.T. Management screen.  The screen will look 
similar to this: 
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B. REPORTS: This will allow the User to run certain standard reports for 
their assigned Employees.  By clicking the Reports link within the Sub-
Group Manager drop down list, a screen will appear with several 
standard reports.  The screen will look similar to this: 

 

 
 

C. PROXY: A Sub-Group Manager has the ability to assign another user 
to perform their function within ETMS. A Sub-Group Manager is 
allowed only one Proxy at a time. 
1. To activate a Proxy, do the following: 

(a) Click the Proxy link in the drop down list. 
(b) Select an Employee from the list and click add.  This 

Employee is now the Proxy for your role. 
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2. The Proxy can be deactivated by the Sub-Group Manager or the 
Employee designated as Proxy.  To deactivate, click the Proxy’s 
name and click Deactivate. 

 
II. TRAINING REQUEST MANAGEMENT: To manage all In-Service and Out-

Service Training Requests for their Employees, a menu bar called 

 is 
located on their Home Page.  There are two links that allow the Sub-Group 
Manager to manage all In-Service and Out-Service Training Requests.  The 
number within the parenthesis is the link to the pending In-Service or Out-
Service Training Requests. 

 
A. In-Service Training Request: By clicking the link, the Sub-Group 

Manager can view all Pending, Approved and Not Approved Training 
Requests.  The screen will look similar to this: 

 

 
 

NNOOTTEE::  The link defaults to the Pending In-Service Training Request. 
 
1. [Pending]: Displays all Training requests that are pending action 

by the Sub-Group Manager.  The screen will look similar to this: 
 

 
 
a. [Detail]: This link displays the details of the Employee 

Training Request. 
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b. Approval Action: From the drop down list in the Approval 
column, the Sub-Group Manager can Approve or Not 
Approve the Training Request.  If Not Approve is selected, 
the Sub-Group Manager must provide a comment. 

c. Rank: Rank the Training Request with “1” being the highest 
priority and “5” being the lowest. 

d. Submit: The Training Request will be sent to the Manager 
for their approval action. 

2. [Approved]: This link displays all Training Requests that have 
been approved by the Sub-Group Manager.  Sub-Group 
Managers have the ability to edit any approved Training Requests 
that have not been acted upon by the Manager. 

3. [Not Approved]: This link displays all Training Requests that have 
not been approved by the Sub-Group Manager.  Sub-Group 
Managers have the ability to edit any Training Requests that they 
have not approved. 

4. Search by Employee Name: The Sub-Group Manager has the 
ability to search for an Employee by name.  Select an Employee 
from the drop down list and click the Search link. 

5. Page: Each page displays ten records.  To view additional 
records click on the page number link(s). 

 
B. Out–Service Training Request: This functions exactly the same as 

In-Service Training Request Management except the ranking, which is 
not required. 

 


